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BASIC OPERATION 


1. INSERT TYPE 

a. Be sure the nub of the eyelet in the type is DOWN when inserting type* 

b. Always lock type change key when inserting or removing the type font, or when 
realigning type. 

Co Use only anvil knob when reversing the position of the two types already in 
the machine. 

2. HORIZONTAL SPACING 

Set horizontal spacing (also called “ letter spacing” or “characters per inch >} )* 

a. Move space shift lever to desired spacing 

b. Look up the recommended spacing in the type chart each time another type is 
inserted. 

3. SET IMPRESSION 


a. Look up the recommended impression on the type chart for kind of master to be 
typed. 

bo It may be necessary to vary the impressions listed on the type chart. 

VERTICAL 


a. Look up vertical spacing (also called * line spacing” and “lines per inch” 

b. There are 18 clicks of the feed rolls to one inch. If the chart indicates line 
spacing 6” 

18 - 6 Lines ” 3 clicks 


Turn feed rolls 3 clicks between lines 

These are the five standard vertical spacings on the Vari-Typer: 9, 6, 4-1/2, 
3-3/5, and 3 lines per inch 


NOTE 


18-9 
18-6 
18 - 4-1/2 
18 - 3-3/5 
18 - 3 


Lines = 2 clicks 
Lines = 3 clicks 
Lines = 4 clicks 
Lines = 5 clicks 
Lines = 6 clicks 


lo - d Lines = b clicks 

; The line feed lever may be set at the proper number of clicks . However, tur 
the feed rolls by. hand until you are shown how to set automatic spacing . 


RIBBON INSERTION 


I GRAY MODEL 

1 Move carriage to right before removing ribbon cup. 

2o Ribbon spool should turn counter-clockwise. 

3. Turn carbon side of ribbon out when placing guide attached to cup. 

4. Remove ribbon shield while inserting ribbon 

5. Thread ribbon through shield loops. 

6. Replace shield on frame. Be sure that ribbon shield is all the way down on 

the frame . 

7 0 Insert ribbon between two wheels on carbon feed mechanism, by pushing back 
small wheel called the u idler.” 

8. Slip ribbon into right hand carrier slot. 

9. Tap space bar to see if ribbon is moving 

10„ Be sure that ribbon control knob is pushed in. 


1 


Ralph C Coxhead Corporation 


Newark, New Jersey 


Ribbon Insertion (Continued) 


NOTE: To remove shield from shield holder - PUSH LEVER (at right of holder) to the 
LEFT , and lift shield off holder. 

To replace shield on shield holder • Drop shield on shield holder with hold¬ 
er prongs through end loops of shield . Then push shield lever to the right, 
this will hold shield firmly on shield holder. 

2 8 BLACK MODEL 

Same as above, omitting steps 1, 3, 8 and 10 

Control knob on black model should always be pulled out. 

TOUCH 

L Vari-Typer touch is a firm, rhythmical pressure, not a staccato stroke as in 
typing. 

2. Be sure to BOTTOM each key. 

MANUAL JUSTIFICATION 

(justified copy by use of half-back spacer) 

I ■ HALF-BACK SPACING EXERCISE 

1. Type: the man is (10 characters) 

the men are (11 characters) 

2. To “close-in'" a phrase: 

a. Type “the man is” as a guide line 
bo Directly below, type “the,” space once 
Co Press half-back space key (and hold), 
strike m, release half-back, space, 
do Press half-back space key (and hold), 
strike e, release half-back, space. 

e. Press half-back space key (and hold), 
strike n, release half-back, space once 

f. Type “ are” 

This removes one-half space before and one-half space after the word “men.” It 
reduces the phrase “the men are” one full space and justifies it (evens it) with 
the phrase, “the man is.” 

3„ To “ f open-up” a phrase: 

a. Type “ the men are” as a guide line 
be Directly below, type ‘ ‘the,” space twice 
Co Press the half-back space key (and hold), 
strike m, release half-back, space. 

d. Press the half-back space key (and hold), 
strike a, release half-back, space. 

e. Press the half-back space key (and hold), 
strike n, release half-back, space twice 

f. Type “is.” 

This adds one-half space before and one-half space after the word “man.” It 
opens, or spreads, the phrase “the man is” one full space and justifies it (even 
it) with the phrase, ‘ 1 the men are.” 


Example: 

the men are 
the man is 


Example: 

the man is 
the men are 
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I I□ JUSTIFICATION 

I. ROUGH COPY 

a. Figure the number of characters to be used in the guide line: 

Cole width (inches) x horizontal spacing = number of characters in guide 
line: Example: 4 inch column x 12 (characters per inch) = 45 

b. Type a guide line, using 9 x’s, space, 9 x s space, etc. 

Example: 123456789 123456789 123456789 123456789 12345678 

xxxxxxxxx xxxxxxxxx xxxxxxxxx xxxxxxxxx xxxxxxxx (48) 

xxxxxxxxx xxxxxxxxx xxxxxxxxx xxxxxx (36) 

This produces a guide line which is easy to count, because the x’ s are in 
groups of 10 (9 x’s + 1 space ~ 10 spaces). 

c. Type rough copy directly under the guide line. If a line extends beyond 
the guide line, place the letters that are over out in the margin. 

Example: xxxxxxxxx xxxxxxxxx xxxxxxxxx xxxxxx 

It was logical for the sailor, aw ay 
If the line is short, xx out line to make it even with guide line- 

Example: xxxxxxxxx xxxxxxxxx xxxxxxxxx xxxxxxxxx xxxxxxxx 
from limiting home influences, to be the firstxx 

Notice, that xx’s are used immediately following last word typed. 

Wrong: xxx xxxxxxxxx Right: xxx xxxxxxxxx 

...oo.. and xx .andxxx 


2, MARKING COPY 

a. Use a circle to mark words to be * closed in « ” the (men) are 

b. Use a check mark (/). marking words to be ' opened up . 99 the man is 
Co Do not mark 

1. First word on a line 

2. Last word on a line 

3. Two adjacent words (two words typed together on a line). 

There must be at least one word in between any two marked words 

3. GOOD (MASTER) COPY 

a. Center copy 

1. Page width - copy width = Total margin space Example : 8 l A inches (page width) 

2. Total margin * 2 = Left hand margin ~ 4 inches (copy width) 

4/i inches (total margin) 

454 inches * 2 " 2 l A inches (left margin) 

bo Mark the starting point for the copy, and type the good copy, half-back 
spacing words where indicated on marked rough copy. 

Example of rough copy: xxxxxxxxx xxxxxxxxx xxxxxxxxx xxxxxxxxx xxxxxxxx 

For the first eighty years after the discover y 
of America, the fashion of smoking for pleasurex 
was mainly restricted to sailors, and was genera lly 
found only in the chief ports of Portugal andxxx 
Spain. 
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Manual Justification (Continued) 

Example of marked copy: xxxxxxxxx xxxxxxxxx xxxxxxxxx xxxxxxxxx xxxxxxxx 

For the first eighty years after (thel discover y 
of America, the fashion of smoking for pleasurex 
was fmainly) restricted (to)sailors, Candj was genera lly 
found orily in the chief ports of Portugal andxxx 
Spain, 

Example of good copy: For the first eighty years after the discovery 

of America, the fashion of smoking for pleasure 
was mainly restricted to sailors, and was generally 
found only in the chief ports of Portugal and 
Spain,, 
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FORMS AND CENTERING 


Forms consisting mainly of lines, should be drawn first, and the copy inserted within 
the drawn form.. 


NAME 

ADDRESS 

STREET AND CITY 

TELEPHONE 

FIRM 










Where there is a predominance of statistical body copy, the planning of layout is much 
the same as statistical layout, and the lines may be drawn after typing is completed,. 
^Registration” type forms may be typed first, and the lines drawn in later 


HORIZONTAL CENTERING IN FORMS 

A pencil dot in the center of the box acts as a guide, (A 
non-producing pencil is used for this -that is, a water 
soluble pencil). 

Place shield pointer on pencil dot, for an odd number of 
characters, andback space 1/2 the total number of letters. 

Place shield point 1/2 space to the right, for even num¬ 
ber of letters, and back space 1/2 the total number of 
letters. 

USE ESCAPEMENT RACK TO BRING SHIELD POINTER INTO POSITION 

The use of the half back spacer for centering is useful, 
when centering more than a one line heading. Example With 
the shield pointer on the dot for an odd number of 
characters, the half back spacer can be used to center an 
even number of letters (or vice versa). 
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A 

TELEPHONE 

NUMBER 


VERTICAL CENTERING IN FORMS 


A dot placed to the left side of the box also will act as 
a guide for centering. In addition, study the relationship 
of the alignment guide to the letter “H” The distance 
between the cross bar of the H and the bottom of the letter 
ranges from 1/2 click to 1 click, according to the height 
of the letter. 

Place the alignment guide slightly be low dot and the letter 
H will be centered. Place alignment guide slightly below 
dot for following headings 

a - Single line heading 

b - Two line heading and even number of clicks 
between lines 
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Vertical Centering in Forms (Continued) 

Rule Move up one half the total number of 
clicks. Move down the full amount , for the 
second line. 

c - Three line heading, odd number of clicks. 
Rule: From center position, as in typing a 
single line, move up three clicks and down 
six clicks (or vice versa) 

d - Three line heading, even number of clicks. 
Rule: From center position, as in typing 
a single line, move up two clicks and down 
four. 


NAME 
AND , 
ADDRESS 


NAME 

AND 

ADDRESS 


t 


TYPING A LIST 

1. Place alignment guide on ruled line (so that line rests 
just above alignment guide), 

2. Move up one click 

3. Type a line 

4. Move down until next line appears above alignment guide 
5 0 Move up one click and type next line 

The number of clicks between ruled lines is now determined 
For example , if there were five clicks between the first 
typed line and the next ruled line, there would be four 
clicks between ruled lines 


ALTERNATE METHOD 


Starting with alignment guide at top of box : 

1. Count clicks in box 

2. Subtract 1 

3. Total the number of clicks used in heading 

4. Subtract from total, number of clicks (refer to Step 2) 

5., Divide result by 2. This amount of space used for the 
margins at top and bottom of box 

6« Starting at top of box, move down the number of clicks 
allowed for margin PLUS clicks for first line of copy* 
(Thenmove down correct number of clicks allowed for the 
succeeding lines. 


15 

CLICKS 


4 CLICKS 
FORMS 3 CLICKS 

HEADINGS 3 CLICKS 
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VARI-LINE GEAR 


1. Line alignment guide with top of box 

2. Insert Vari-Line gear 

3. Move down one click of Vari Line gear for every line of heading to be inserted 
(This establishes printed area) 


4. Return to standard gear (by disengaging gear and pushing ratchet release pin in) 
and count remaining clicks in box, minus 1 

5o Return alignment guide to top of box and move down one-half number of clicks 
found in Step 3. 


6. With gears engaged? move down 1 click for first line of heading and do same for 
second line of heading. ^ 
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STATISTICAL OR TABULAR TYPING 


1. Count the longest line in each column. 

2. Total these. This total is called a Spaces Occupied , ” because it is the total num¬ 
ber of spaces to be occupied by typed material. 

3. Select a type with a horizontal spacing which will accommodate: 

a. Spaces Occupied 

b. Adequate margins 

c. Adequate Space between columns of typing 

EXAMPLE 

Let us suppose that we have a 10 column tabular job to do 
on a page 8% inches wide. The margins we wish to have - 
on each side - are each. (This makes a margin total of 
1 Yz” ). When we total the longest lines in each column, we 
obtain a figure of 87. This is the c ‘ spaces occupied. ” 


I. Subtract the marginal width (1%” ) from the page width (8/4”), leaving 7 inches for 
the copy width. 


2 . 


Try each of the horizontal spacings, starting with the widest possible spacing 
of 10. 

7” x 10 - 70 (spaces available) 

70 is the total number of spaces available for typing the copy, IF a 10 horizontal 
spacing type is used. Since 70 spaces will not allow enough room for the u spaces 
occupied ** (87), a smaller spacing must be tried. 


3. The next smallest spacing is 12 

7” x 12 =84 (spaces available) 

84 spaces are not enough spaces to allow for the typing of the copy. 

4. Since 12 spacing is too large a spacing, try 14 spacing 

7” x 14 = 98 (spaces available) 

98 spaces will allow enough room for the copy, but when the £J spaces occupied” are 
subtracted (98 - 87 = 11), only 11 spaces are left to put between columns. Since 
there are 9 spaces where it is necessary to provide space between columns, this 
will allow only 1 space between columns with 2 left to add elsewhere. One space be¬ 
tween columns is not sufficient, so a smaller spacing must be tried. 


5. Try 16 spacing. 

7” x 16 = 112 (spaces available) 

When the <£ spaces occupied” are subtracted, 112 - 87 = 25 spaces, there are 25 
spaces left to put between columns which should be adequate. 


It is not always necessary to try as many as four horizontal spacings to find the 
best one . However, it is often necessary to try two different spacings and make a 
choice between the two „ 




i 
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STENCILS 


I. TO PREPARE MACHINE FOR TYPING STENCILS 

A 0 Remove ribbon (NOTE: Never type without shield in machine) 0 

Bo Look up proper impression (Repeat key frequently must be used for headings 
on stencils ). 

C. Turn on stencil light. 

2* TYPING STENCIL 

A„ Remove backing sheet 

B. Clip Vari-Typer backing sheet to back of stenciL 

Co Use wooden roller or roll stencil into cylinder before inserting stencil in 
feed rolls. 

D. Use numbers on margin of stencil to test 

NOTE: Test alignment at least three or four times while typing a page „ If 
stencil has slipped, straighten stencil between paragraphs and sub-headings 
not between lines „ 

E» Remove types and brush briskly to remove stencil wax at least every 10 lines 
while typing a page. 

3, SUGGESTIONS 

A. To type to bottom margin of stencil, attach an extension to backing sheet. 

NOTE: To type 3x5 cards clip card to longer sheet. 

Bo Center columns and headings from center line on stencil. 

Co CLEAN ALL PARTS OF MACHINE AFTER TYPING A STENCIL. 

Do not leave stencil in feed rolls longer than necessary „ 

4. RULING FORMS ON STENCILS 

A. Draw form on paper. 

B. Place under stencil on mimeoscope. 

C. . Draw with stylus. 


- Q 


Ralph C Coxhead Corporation 


Newark, N ew Jersey 


DIRECT PLATE OFFSET 


Direct Offset means placing the image directly on the plate that is run on the offset 
presso There are numerous kinds of these plates, but all are handled in a similar 
manner: 


1. TYPING ON PAPER PLATES 

A. Use a No. 1225 or No. 1250 Carbon Paper Ribbon 

Be Insert plate, wound around the split roller 

C. Make erasures with an ordinary pencil eraser 

D. Rule lines with special fluid 

Ee Use impressions listed on the type chart 

Fo Use a water soluble pencil for guide marks, lines, etc., that must not re¬ 
produce 

G. Use waxy pencil or crayon for sketches that are to be reproduced. 

NOTE: There are various trade names of paper plates . Some of the names of these plates 

are Duplimat, Lithomat, Davidson : Co-lithomat, etc.) 

2. TYPING ON METAL PLATES 

A. Same as for paper plates, except the erasures may be made with a glass eraser 

B. No. 2252 carbon paper ribbon will usually produce the best results on metal 
plates. 

3. SUGGESTIONS 

A, Handle plates carefully. Do not touch the typing. 

B. Do not try to erase the character completely. Only the carbon deposit has to 
be removed. Leave the shadow or ghost , and type in the corrections 

Co Clean all parts of the machine that will touch the plate before starting 
typing. Also, check carbon ribbon well for any carbon flakes that might have 
collected. 

D. Press plate back against eraser plate while inserting it into the machine. 
This will prevent the plate rubbing against the ribbon shield and alignment 
bars. 


r 
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PHOTO OFFSET 


1 c PREPARE ROUGH COPY 

A. Determine page size, column width, etc. 

Be Plan lay-out, placement of headings, pictures, text copy, balancing of col¬ 
umns, etc. 

Co Type rough copy.. (In case of form work, plan measurements). 

2 TO PREPARE MACHINE FOR TYPING PHOTO-OFFSET MASTER SHEET 

A, Clean all parts of the machine that will touch the master sheet - basket, feed 
rolls, shield, alignment bars, types. 

Bo Use No. 1225 or No. 1250 carbon paper ribbon. 

Co Insert types - set impression and spacings. 

3, TO PREPARE MASTER SHEET 

A. Type master sheet straight through, leaving all errors. (Do not repeat a line , 
pype over or erase). 

B. Correcting errors - retype them on a separate sheet, cut them out - Strip-in 
or Paste up the corrections over the errors on the master sheet. 

Co China-White over any carbon specks or other marks that should not appear on 
the copies. 

4. SUGGESTIONS 

A. Strip-ins are not confined to single words - they may be an entire line or 
lines, headings, whole paragraphs, etc. 

B. Type the corrections on the same kind of paper, with the same impression that 
the original was typed. 

C When Stripping-in the corrections, fasten the master sheet to a drawing board, 
and use a T-square to insure perfect alignment of strip-ins. 

D. If automatic justifier is used to type columns, the entire column may be cut 
out and pasted on the master sheet. 

E. A single edge razor blade for cutting out strip-ins will give a sharp, clean 
edge. 

F. Avoid touching any part of the copy. Keep a protector sheet of paper over the 
copy. Using tweezers to hand small strip-ins. 

G. China White is to be used for covering up extraneous marks - not for covering 
an error to be retyped. 

H. Rubber cement is recommended for pasting strip-ins on the master sheet. 

5 a RULING FORMS FOR PHOTO-.OFFSET 

A. Rule the form first in 8-H hard lead or blue pencil. Keep pencils sharpened 
to a fine point and rule lightly. 

Be Fill in typed matter. 

C Rule over guide lines in India Ink with a ruling pen. (The order in which 
typing and ruling are done depends upon the type of form). 

D.. It is better to rule beyond the guide line than short of it. The lines that 
extend beyond may be covered up with China White. 
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HECTOGRAPH 


Hectograph duplication is commonly known as “Ditto” « Ditto is actually one commercial 
brand of a hectograph duplicator • There are two kinds of hectograph work - gelatin 
duplication and spirit duplication . 

i. SPIRIT DUPLICATION 

A. Place Ditto carbon in back of master, facing the back of the master sheet, 
(This places a reverse image on the back). 

Bo Insert in machine and type in the usual manner. 

C. Reproduction: The master is placed around a cylinder. As the cylinder revol¬ 
ves, the blank paper is pressed against the master sheeto Each blank impres¬ 
sion paper is moistened with a spirit which causes it to absorb the image from 
the master sheet. 


2, SUGGESTIONS 

A. Errors can be removed by gently scraping off the carbon with a razor blade, 
followed by an ordinary rubber eraser. 

Bo When a correction is made, insert a small fresh piece of carbon before retyp¬ 
ing the correction. Ditto carbon sheets cannot be used a second time . 

C. Use sharp and medium sharp type styles. 

Do Clean machine when work is completed. 

Eo Be sure to use an impression heavy enough to give complete carbon coverage on 
the letters, but not so heavy as to make the letters thick and spread out, 

S. GELATIN DUPLICATION 

A, Place ditto carbon in back of master facomg the back of the master sheet (as 
in spirit duplication) 

B, Insert the master and carbon in the machine in the reverse manner from spirit 
duplication, i,= e., with the carbon sheet in front and the master in back. 

C, Type on ditto master paper. 

Do Reproduction: Master sheet is placed face down over a gelatin sheet, and the 
gelatin absorbs the image. The master sheet is removed and thrown away. Blank 
paper is pressed one at a time, against the gelatin image, and the image then 
is transferred to the blank paper. 

NOTE: A special ditto fabric ribbon may be used in the gelatin process in the 
place of using the carbon sheet. 

■k SUGGESTIONS 

A. Erasures are made with an ordinary pencil eraser. 

Be Use sharp or medium sharp type styles 

Co Always clean types and machine when work is completed 
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BLUE PRINTING 


Tracings are the master copies from which blueprints are made. When all the lettering 
on tracings is Vari-Typed instead of written in by hand, it saves a great deal of 
time and gives better looking, more uniform copy. 


1. TO INSERT TRACING 

A. Fasten tracing with tape to pole 

B. Roll the tracing around the pole, and insert into the basket, with part of 
the tracing protruding up through the feed rolls 

C. Straighten the tracing with the alignment scale 

D. As the typing is filled in, roll the part of the tracing that is completed 
into the large metal basket on top of the carriage. (If the tracing is large, 
a second pole may be attached to the top edge, If the tracing is especially 
long, it may be necessary to rest the ends of the poles on stanchions, 

E. Test the alignment frequently and re -straighten tracing if necessary 

2, TYPING 

Ao Use a fabric ribbon - (1) No. 44 Silk or (2) No. 440 Cotton. The difference 
is the quality and price. Use these on tracing cloth 

B. Use a carbon paper ribbon, No. 2252, on vellum (tracing paper), (There are 
many kinds of vellum. It may be necessary to try other ribbons than 2252, 

C* Letters should be very black, sharp and opaque* , This will call for a fairly 
heavy impression and with the larger types, the repeat key may be used. 

D. Erasures are made with an ordinary rubber eraser 

E. Gothic types in all capitals are the most popular types for tracing work 

F. Apply Pounce (powder) when the tracing is completed. Rub it over the typing 
and brush off excess. (Pounce absorbs extra ink and will prevent smearing) 

G. With some types of vellum, it may be necessary to use a carbon paper backing, 
(facing the tracing) as well as carbon paper ribbon. 


*The essential requirement for good tracings is black, opaque copy - copy which pre¬ 
vent light from passing through , The tracing, is placed over sensitized paper, exposed 
to light, and the parts of the paper that the light touches will turn blue, leaving 
the typing and drawing white „ 
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AUTOMATIC JUSTXFIER 

DIAL POINTER METHOD 


Used for justifying on photo-offset, stencils, plates, and ditto masters where the 
rough copy must be pre-typed, and the final justified copy placed on the master . (in¬ 
sert type and set machine for proper spacing and impression), 

* 

1. Type rough copy, x*ing out each line to the end of the guide line . Do not 
extend any lines beyond the guide line. 

> 

2 0 Set the character scale at the number of characters in the guide line 0 

3o Insert paper in feed rolls - line up the ribbon shield pointer at the de¬ 
sired starting point . 

4 0 Match the trolley to the character scale at the starting point . 

5o Set the dial pointer manually at the starting point of each line, at the 
number indicated by the xx ? s on the rough copy. 

6 0 Use no marginal stops . 

SUGGESTIONS 

lo Move the dial pointer slowly, pausing at each number so that you can feel 
&nd hear the clicks. 

2„ For an incomplete line (paragraph ending ), set the dial pointer at **0” „ 

3 0 If the line to be typed is set at a lower number than the line just typed, 
merely move the dial pointer down to the lower number. If the line to be 
typed is set at a higher number than the line just typed, the dial pointer 
must be cleared back to lk n’* , and reset. 

4„ Be sure that all parts of the machine are being used at the same letter 
spacing - character scale, space shift lever, and dial pointer. 
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AUTOMATIC JUSTIFIED DIAL POINTER METHOD 

CENTERING HEADINGS 


lo Count characters in heading to be typed 
Example: PUBLISHERS FACE CRISIS - 22 

2o Add the highest number on the dial pointer scale being used, to fcihe number of 
characters in the heading. 

Example : If text copy is being typed at 14 spacing, the highest number on 
the scale would be 8. Therefore 22 + 8 = 30 
This is the total number of spaces the heading will occupy 

3. Count the characters in the column width 
Example: Colume width 50 characters 

4. Subtract the total number of spaces heading will occupy from the number of the 
characters in the column width 

Example: 50 - 30 = 20 

5. Divide result by 2. This is the number of spaces to space over from the left hand 
margin of the copy before typing the heading. 

Example: 20 -r 2 = 10 

6. Set dial pointer at number used in Step 2, space over number of spaces figured in 
Step 5, and type heading 

Example: Set pointer at 8, space over 10 spaces from the left hand margin of 
copy and type heading. 

Headings will be centered and letters in it will be spaced apart at the same time . 
Example: PUBLISHERS FACE CRISIS 

The small business-man has just been discovered. 

Yet, he has been the backbone of American business since 
the first cobbler, green grocer, or apothecary shop pro¬ 
prietor opened for business on the continent of North 
America 


Note: If an uneven number is obtained in Step 4, so that it cannot be divided evenly 
by 2, use the NEXT LOWER NUMBER on the dial scale . 

Example: NEW PROMOTION - 13 Text copy typed at 14 spacing 

column width = 50 characters 


(A) WILL NOT WORK 
13 (heading) 

+ 8 (dial pointer setting 

21 

19 is not divisible by 2 

(B) WILL WORK 

13 (heading) 

+7 (dial pointer setting) 

20 

30 * 2 = 15 


50 (column width) 
-21 
19 


50 (column width) 
-20 
30 


Set dial pointer at 7 (on 14 scale), space in 15 spaces from left hand margin of copy 
and type heading. 
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AUTOMATIC JUSTIFICATION 

OPERATION 


Copy is typed in two columns, the rough copy on the left side of the page, the good 
copy- on the right side . Since this is used mainly for photo-offset, the rough copy is 
cut away after copy is completed . It may be used for correction purposes and discarded 
later . 

i 

STEPS TO BE FOLLOWED IN SETTING MACHINE: (Insert type and set machine for proper 
spacings and impression . Also check tabulator stop, 90 for A-20 machine, 45 for the 
11 ” carriage . 

1. Place marginal stops for desired column width 

Right hand stop at 80 

Left hand stop as many inches from 80 as column width 
(Column width will be measured in inches and tenths of an inch; 
i.e., 2.9”, 3.4” , 4.0” , etc.) 

2. Pull carriage to the right banking against left hand stop 

3. Insert paper 

4c Move trolley to right (as far as the end of the character scale and tighten screw) 
5o Set character scale at the number of characters in the column width. 

6. Typing a test line to check accuracy of setting: 

Type the number of x ? s which is equivalent to character 
scale setting, on rough copy. 

Press tabulator key - space once 
MATCH TROLLEY TO CHARACTER SCALE SETTING 
Type x 3 s on good copy 

Type x*s for shortest line. The pointer will stop on the 
highest number of the dial, with the dial pointer to the 
right of the number. Press tabulator key, space once (al¬ 
ways be sure trolley knd character scale meet), and type 
x 3 s for shortest line. 

(The setting is now ready for justification; type on rough copy , tabulate, space 
once and repeat line . Continue typing line for line in same manner.) 

An adjustment on the dial pointer may be made when justification of two lines do not 
justifyo (1) Type shortest line on rough copy. After last x is typed, move adjuster 
knob at left end of paper basket, until dial pointer rests to the right of the high¬ 
est number on scale, and a click is heard at the back of the machine . (2) Tabulate 
then type short line on good side of copy . 

TYPING: 

lc Type the first line until the dial pointer moves, and there are not enough spaces 
left to allow for the typing of the next word 
2. Do not space after the last word typed 
3 o Do not type after the dial pointer has reached zero 
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VARI-LINE SPACINGS 


VARI 

SPACING CHART 

FOR 

-LINE ATTACHMENT 

TYPE N0„ 

VARI-LINE SPACING 

158 

6.6 

1 58H 

6.6 

158LL 

6.6 

170 

5 

180 

10 

180L 

8 

180LB 

8 

211 

8 

224-7 

8 

225-8 

8 

233 

8 

233-7 

7 

250-6 

10 

250-7 

7 

250-8 

6.6 

265 

6.6 

270 

6.6 

300-8 

10 

300-9 

8 

300-10 

7 

300-11 

7 

310-6 

10 

310-10 

7 

315-6 

10 

315-10 

7 

320- 9 

8 

320-10 

7 

325-9 

8 

325-10 

7 

330-10 

7 

345-10 

7 

350 #2 

10 

350 #3 

10 

350;7#4 

7 

350 #5 

7 

360-6 

10 

360-8 

8 

360-10 

7 

380-7 

10 

380-8 

8 

380-10 

7 

385-7 

10 

385-8 

8 

385 10 

7 


The standard vertical spacings provided by 
the Vari-Typer are: 

9 lines per inch 

6 lines per inch (same as typewriter 
single spacing) 

#2 lines per inch 

3-3/5 lines per inch ( same as type¬ 
writer) 

3 lines per inch (same as typewriter 
double spacing) 

In addition to the standard spacings - 
other spacings may be obtained by using the 
five Vari-line gears. These gears provide the 
following additional spacings: 

(a) When gear is turned one notch between 
lines of typing: 

6.6 lines per inch 

7 lines per inch 

8 lines per inch 
10 lines per inch 
12 lines per inch 

(b) When gear is turned two notches be¬ 
tween lines of typing: 

3.3 lines per inch (6.6 gear) 

3/4 lines per inch (7 gear) 

4 lines per inch (8 gear) 

5 lines per inch (10 gear) 

(The 12 gear would give 6 lines per 
inch, but this is standard spacing) 

At the left is a chart which gives the 
correct Vari-Line spacing for types which re¬ 
quire such a spacing. 


NOTE 

Be sure that feed roll release pin is 
out when Vari-Line gear is being used (i.e., 
when Vari-Line ratchet lever is down . 
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